State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) 1630-1139-001 50003025 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant IRWM/Regional Planning Branch
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
R04
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[J Supervisory [] Lead Person Christina McCready Principal Engineer, Water Resources
APPROVED BY (Personnel Analyst's Name) DATE
SS 09/27/2010
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under the general direction of the Principal Engineer, Water Resources, the Office Technician
(Typing) serves as secretary to the Regional Planning Branch Chief in the Division of Integrated
Regional Water Management and provides clerical and administrative support to branch staff. As
directed, incumbent provides clerical and administrative support to the Financial Assistance
Branch staff and serves as back-up for the Division Executive Secretary. May serve as lead person
with increasing responsibility over the branch office support staff.

ESSENTIAL FUNCTIONS

This position requires the incumbent perform a variety of duties and to consistently exercise a high
degree of initiative and independence in performing assigned tasks. Position regularly requires
detailed and sensitive public contact and independent origination of correspondence involving the
application of detailed regulations, policies, and procedures. The incumbent must work
cooperatively with others and to maintain regular, consistent, predictable attendance. Exercising
good judgment and the ability to communicate effectively are of primary importance. The specific
essential duties are as follows:

Originate, generate, and format draft documents, including letters, memoranda, reports, agendas,
meeting materials, summaries, contracts, task orders, administrative forms, charts, and press
releases using a personal computer. Review correspondence for proper routing, formatting,

35% grammar, spelling, and punctuation to ensure compliance with Department standards before
forwarding for signature. Track correspondence and maintain chronological file. Solicit/compile
reports of activities and significant accomplishments by Regional Planning Branch and Financial
Assistance Branch staff; format reports for submittal to Department leadership.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Christina McCready >
EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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35% Perform a variety of general office support tasks including answering telephone calls, as needed,
for Regional Planning Branch staff; conducting daily mail run duties, as assigned; processing
reproduction orders, large internal copying projects and document collation projects; assisting
with large mailings; scheduling meetings and reserving suitable meeting rooms; scheduling travel
and training; reviewing, researching, maintaining records; and reviewing administrative forms for
accuracy, completeness, and compliance with Department rules and regulations.

10% Prepare and process administrative forms (e.g., facilities request forms, purchase requisitions), as
needed, on behalf of Regional Planning Branch staff. Assist Regional Planning Branch staff with
travel/training/conference needs, including preparation of requests for travel/training/conference,
cash advances, travel expense claims; pick up and distribute cash-in-advance and travel expense
reimbursement checks. Assist with purchasing, including preparation and processing of purchase
requisitions and/or CalCard purchases on behalf of Regional Planning Branch and Financial
Assistance Branch staff.

10% Serve as timekeeper for the Regional Planning Branch and Financial Assistance Branch. Run
ZDUN reports on a regular basis, notifying staff when time has not been entered/approved and
assisting staff with troubleshooting, as needed; enter time for staff when staff are unavailable;
carry out time corrections, as needed.

5% Serve as WebEx Coordinator for Regional Planning Branch; support Financial Assistance Branch,
as needed. Serve as equipment manager for Regional Planning Branch and Financial Assistance
Branch such as inventory equipment; monitor check-in and check-out; and identify and initiate
requests for needed repairs.

5% Provide administrative support to prepare, distribute, track, compile, and copy Appraisal and

Development materials for the Regional Planning Branch. May occasionally serve as back-up to
Division Executive Secretary and attend meetings. This may require driving a vehicle on public
roadways.

SPECIAL REQUIREMENTS

Must have excellent English language spelling and grammar skills; must be able to follow oral and
written directions; must be able to evaluate situations accurately and take effective action; must
have excellent interpersonal skills, including ability to work collaboratively with peers and to meet
and deal tactfully with the public; must be able to type at a minimum speed of 40 words per minute.
Incumbent is expected to demonstrate interest in assuming increasing responsibility.
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35%
	activity: POSITION SUMMARY
Under the general direction of the Principal Engineer, Water Resources, the Office Technician (Typing) serves as secretary to the Regional Planning Branch Chief in the Division of Integrated Regional Water Management and provides clerical and administrative support to branch staff.  As directed, incumbent provides clerical and administrative support to the Financial Assistance Branch staff and serves as back-up for the Division Executive Secretary.  May serve as lead person with increasing responsibility over the branch office support staff. 


ESSENTIAL FUNCTIONS
This position requires the incumbent perform a variety of duties and to consistently exercise a high degree of initiative and independence in performing assigned tasks.  Position regularly requires detailed and sensitive public contact and independent origination of correspondence involving the application of detailed regulations, policies, and procedures.  The incumbent must work cooperatively with others and to maintain regular, consistent, predictable attendance.  Exercising good judgment and the ability to communicate effectively are of primary importance.  The specific essential duties are as follows:

Originate, generate, and format draft documents, including letters, memoranda, reports, agendas, meeting materials, summaries, contracts, task orders, administrative forms, charts, and press releases using a personal computer.  Review correspondence for proper routing, formatting, grammar, spelling, and punctuation to ensure compliance with Department standards before forwarding for signature.  Track correspondence and maintain chronological file.  Solicit/compile reports of activities and significant accomplishments by Regional Planning Branch and Financial Assistance Branch staff; format reports for submittal to Department leadership.  
	classification: Office Technician (Typing)
	appointee: Vacant
	dwr position number: 1630-1139-001
	sap personnel no: 
	sap position number: 50003025
	division: IRWM/Regional Planning Branch
	mcr: 1
	percent 2: 35%
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5%
	activity2: Perform a variety of general office support tasks including answering telephone calls, as needed, for Regional Planning Branch staff; conducting daily mail run duties, as assigned; processing reproduction orders, large internal copying projects and document collation projects; assisting with large mailings; scheduling meetings and reserving suitable meeting rooms; scheduling travel and training; reviewing, researching, maintaining records; and reviewing administrative forms for accuracy, completeness, and compliance with Department rules and regulations. 

Prepare and process administrative forms (e.g., facilities request forms, purchase requisitions), as needed, on behalf of Regional Planning Branch staff.  Assist Regional Planning Branch staff with travel/training/conference needs, including preparation of requests for travel/training/conference, cash advances, travel expense claims; pick up and distribute cash-in-advance and travel expense reimbursement checks.  Assist with purchasing, including preparation and processing of purchase requisitions and/or CalCard purchases on behalf of Regional Planning Branch and Financial Assistance Branch staff.

Serve as timekeeper for the Regional Planning Branch and Financial Assistance Branch.  Run ZDUN reports on a regular basis, notifying staff when time has not been entered/approved and assisting staff with troubleshooting, as needed; enter time for staff when staff are unavailable; carry out time corrections, as needed.

Serve as WebEx Coordinator for Regional Planning Branch; support Financial Assistance Branch, as needed.  Serve as equipment manager for Regional Planning Branch and Financial Assistance Branch such as inventory equipment; monitor check-in and check-out; and identify and initiate requests for needed repairs.

Provide administrative support to prepare, distribute, track, compile, and copy Appraisal and Development materials for the Regional Planning Branch.  May occasionally serve as back-up to Division Executive Secretary and attend meetings.  This may require driving a vehicle on public roadways.


SPECIAL REQUIREMENTS
Must have excellent English language spelling and grammar skills; must be able to follow oral and written directions; must be able to evaluate situations accurately and take effective action; must have excellent interpersonal skills, including ability to work collaboratively with peers and to meet and deal tactfully with the public; must be able to type at a minimum speed of 40 words per minute.   Incumbent is expected to demonstrate interest in assuming increasing responsibility.


	supervisor name: Christina McCready
	employee name: 


